DEPARTMENT OF THE NAVY
COMMANDIMNG OFFICER
NAS FENSACOILA
160 RADFOAD BLVD
PERSACOLA, FLORIDA 32508-5217

Ik REFLY REFER TO

HASPHCLAINST 7322.10C
Code 01A30

FEB 04 2000

HASFNCLA INSTRU N 7322.10

Subj: PLANT AND MINOR PROPERTY ACCOUNTABILITY AND CONTROL PROCEDURES

Raf: {a) WAVCOMPT Manual, Velume III, Chapter &
ib) DFAS Pensacola Document HNo. BHSSE-US-01
(¢} DFAS Cleveland Memo {DFAS-CL [AFA))} of 19 Mar 96
(d) SECHAVIMET S5500.403
(2} MASPNCLAINST 4500.1W
(f) MASPHCLAINST 10550.1H

Encl: (1} List of Minor Property Categories

(2) Memorandum of Designaticn

(3) DOD Property Record, Form 1342

t4) Controlled Equipage Custody Record (4442), MAVSUFR 306

{5) Requisition apd Invoice/Shipping Document, DD 1149
1. Burpose. To issue procedures and guidance concerning custedy, ioventory,
and acecuntability of MAS Pensaccla Minor and Class 3/4 Slant Property.

2. Capcellatiopn. MNASPMCLAINST 7322.1F
3. Backoround. All material acquired by this command is goverament - cwned

property and for official use only. This material ranges from very
inexpensive high-usage consumables to very expensive low-demand sgquipment.
ensure the efficient use of appropriated funds, strictc custody control
procedures must be maintained in an auditable manner to ensute accountability.

T

4. ipitions
a Class 3 Plapnt PFroperty. HNavy-owned personal Property and esquipment

which has been acquired to perform or assist im the performance of a gpecific
funcrtion ard having a unit cost of $100,000 or more. The criteria for Class 3
Flant Property is provided within references (a), (b), and (c).

b. Class ¢ Plant Property (Industrial Plant Equipment)
with an acguisiticn
purpose of cutting,
measuring, heating,

Plant equipment
cost of 5100,000 or more and is generally used for the

abrading, grinding, shaping, forming, joining, testing,
treating. or otherwise altering physical, eleectrical, or
chemical properties of materials, components or end items, entailed in
manufacturing, malintenance, supply, processing, agsembly, or research and
development cperations. The criteria for Class 4 Plant Property is provided
within references (a)., (b}, and {e}.

[kl Minor Property. Navy-owned personal property acquired for immediate
use and having a unit cost of less than 5100, 000; and those Persocnal property
items having a unit cost of $100,000 or more but with a useful life of less
than 2 years. A&t a minimum, thie inciudes all office equipment costing 300
toc less tham £100,000, all equipment which is classified or sensitive,
regardless of cost, and all equipment which is pilferakle, costing 100 or
more. Enclosure (1) provides a list of rategories for miner property.
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d. -Designate -Contral This category of
government property includes selected items of Wavy-owned minor property which
is considered to be highly pilferable in nature and saszily converted to
personzl use. Signature custody procedures are consldered necessary to

maintain contreol of this property. These items are indicated with an asterisk
{*) in enclosure (1),

e, Bilferable Ttems. Items which can be easily converted to personal
use.

E. Mavy Government-Owned. Property. Fropertcy purchased with aporopriated
ar nonappropriated funds, including property acquired from the Defense
Reucilization and Marketing Office (DRMO} and property acquired as gifts or
donations, if subject to plant and minor property accountability.

g. Financial Liability Investigation of Propertw Loss (DD-200) .
Documents and certifies the survey process when government propercy is
missing, lost, stolem, or destroved.

h. HAVCOMPT Designated Custody Controlled Property. Thiszs category of
minor property is eapily transportable or cancelable, having a ready resale
value or application for personal use and which is therefore especially
subject to theft. These items are indicated with double asterisk (*¥) in
enclosure (1) and should be reported, regardless of cost,

2. ibilitia
a.

The Comptroller Department will be responsible for maintaining all

Minor and Class 3/4 Plant Property records for Naval Rir Station, Pensacola,
Florida.

o. Bach Department Head and Epecial Assistant shall appoint, in writing,
a Plant/Mincr Property Representative who will be the focal point for liaison
with the Command Plant Account Clerk in sll matters relating to recording and
reporting plant and minor property tramsacticns. The Comptroller Department
{Code 01A30) =2hall ke advised, in writing, of such appoinotment, stating the
name, location, and telephone number of the appointed representative per
enclosure (2] . Newly appointed representatives will contact the Comptrollsr

Department Plant Account Clerk (452-3100 ext. 1331) for indoctrination and
procedural reguiremsnts.

¢. The following guidelines govern the appointment of Flant and Minor
Eroperty Representatives:

{1} Due to the continuing nature of the duties to be performed, a
civilian representative is desired. If necessary to appoinc a military
representative, the appointes should have at least 12 months expected service
remaining with the department or cffice assigned.

{2) The peosition sheould be organizationally leocated te allow the
Plant and Minor Property Representative te he informed of all Class 3/4 and
Minor Property ordered, received, transferred, or surveyed.

{3} The function of autheorizing procurement of plant and minor
property, and of receiving and managing plant and minor property, should net
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be performed by the same individual. Segregation of duties is necessary to
maintain the integrity of the Plant and Minor Property Program, while reducing
the possibility of fraud and/or theft of government property.

(4] Department Heads and Special Assistants will establish the
Property Representative's (PR's) Standard Operating Procedures (SOB‘s).
Include in the SCP any unigque situation such as segregation of duties, etc.

d. Department Heads and Special Assistants will report receipt of
property with a unit cost of $100,000 or more to the Command Plant Receount
Clerk [(Code 01A30), Building 624, no later than the end of the guarter the
equipment was physically received.

g, Botion. For management, financial, and technical control purposss, plant
and minor property procedures will be established as follows:

a. Plant and Minor Property Representatives shall accomplish the
following:

(1) Maintain adequare centrol of plant and minor property to prevent
misappropriaticn and loss of property,

{2) Upcn receipt of Class 3/4 Plant Property, prepare a DOD Property
Record, DD-1342 (enclosure [3)), for submissicn to the Comptroller Department
{Code 01A30). The Comptreller Department 'will forward a copy of the DD-1342
to DFAS Pensacola (Code IXADE), per reference (b).

(3) Upon receipt of minor property, prepare a Custody Reccrd, NAVSUP
306 (enclosure (4)). The required data on NAVSUP 306 must be legible (typed
if possible). &All information must be entersd as shown in enclosure (4). The
original NAVSUP 306 will be submitted to Comptroller Department [(Code 01230)
to establish the command accountahle record. A copy will be retained by the
Plant and Minor Property Representative for inventories, reporting,
accountability, disposition, custody records, and audit trails.

(4) Affix NAS Pensaccla Plant or Minor Property Tag to all
government -owned property and/or inscribe the property tag number on the ikem
or equipment. When the item is inscribed, the tag will be destroyed to
prevent dupliecation. When the tag is missing or lost, inscribe the tag number
originally affixed to the property. Do not assign or affix another tag to the
property. Prompbly notify the Plant Account Clerk whenever used Plant or

Minor Property Tags are discovered upnattached to determine which equipment or
item it was originally acssigned to.

(5) Promptly report all minor property acquisitions, dispositicns,
and transfers to Comptroller Department (Code 01A30) .

(6) Property delivered te DRMD must be accompanied by a properly
prepared DD-1348-1A, Turn-in Document, and must have the following
information: Nomenclature, manufacturer, serial number, model number, HAS
Fensaccola Plant or Minor Property Tag MWumber, and the signature of acceptance
of DEMO persconnel receiving the property. & copy of the signed DD-1348-1R

must be forwarded to the Comptroller Department (Code 01A30), Building 624,

co
facilitate adjustments Lo property records.
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(7) Propercy transferred, between departments and/or to other
activities, must be substantiated with a properly prepared DD-1149 per
enclosure (5). The signed origimal and one copy must be forwarded to the
Comptroller Department {(Code 01R30), Building 624, to adjust propercy records.

b. Plant and Minor Property Representatives and Subcustodians shall
accomplish the following:

(1) Maintain a current file and inventory listing of plant and minor
property records to be reconciled with the physical property on hand,

(2] Prepare a Fimancial Liability Investigation of Property Loss,
CD-200, per reference [d), on all custody-controlled property which is
missing, lost, stclen, or destroyed. Notify NAS Security per reference (e}.
This policy applies to the following:

(a) Class 3/4 Plant Propercy.

(k) Minor Property with a umit cost of 5300 to less than
$L00,000.

(c] Pilferable items with a unit cost of over £100.

(d} Contrelled, sensitive, or classified items, regardless of
dellar value.

2] Any discrepancy or repetitive loss which indicates possible
fraud, theft, or negligence. A copy of all completed survey reports, which
pertain to Minor and Class 3/4 Plant Property, must be forwarded to the
Comptroller Department (Code 01A30), Building 624, for uge in clearing the
signature custody records and updating the command's data base.

{3} Ensure a complete inventory of Class 3/4 Plant and Minor
Property is conducted upon change of Department Head and a signature is
obtained from the incoming Department Head teo finalize the transfar of
custody. Sub-custodians ensure a guarterly inventory of Minor Property is

conducted and forward results to the appropriate representative per reference
P

c. Comptroller Department (Code 01A30) will accomplish the following:

(1} Coordinate the annual (15 February - 15 March) inventory of all

plant and minor property with Department Heads/Special Assistants and property
representatives .

{2} Conduct random samplings of Class 3/4 plant property during
April - December time frames.

{3) Issue Class 3/4 Plant and Minor Property Tags to Plant and Miner
Property Representatives.

(4} Receive and maintain plant and minor property accountability and
custody records (e.g., MAVSUP 306, DD-1348-1A, DD-200, and DD-1342) for all
acguisitions, dispositions, and transfers for input/posting to the Plant and
Minor Property Automated System's Data Base and for audit crail purposes .
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(5) Submit miner property automated inventory listings semiannually

©r as needed.

(6) Update plant and minor property instruction, and provide
guldance and assistance in indoctrination and procedures for controlling plant
and minor property to all property represencatives.

{7} Establish and maintain 3 tickler file far plant property
acquisition documents received from DFAS Pensaccla (Coda TXADE) .

{8} Periedically inspect departmencs ordering plant PICDEXTY To
document receipt, and ensure the DD-1342 iz cubmitted in a timely manner,

[2) When Departments/Special Assistants report receipt of plant
property, the Plant Account Clerk will time. stamp the DD-1342, and forward the

DO-1342 to DFAS (Code IXADR] by the 10th calendar day following the end of the
guarter in which the eguipment was physically receiwved,

7 Forms. &All forms menticomned throughout this instruction are availahle

through nermal supply channels.

RRNDAL L. BAHR

Distribution:
ALC
[NASPHNCLAINST S216.11)

Srocked:

Commanding 0fficer

NAS Pensacola

130 Radiord Blva
Pensacolia, FL 32508-5217
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LIST OF MINOR PROPERTY CATEGORIES

X

The follewing general categories of Government-Owned personal property

will be subject to the provisiens of this instriction:

Binoculars

Cameras and Photographie Equipment

Machines, Adding

Machines, Calculating
Microcomputers

Computer Printers & Modems
Computer Software Documention
Communication Devices

Televizion Sets

Fudio-Visual Equipment

Fecording Equipment,/Transcribers
FPortable Power Tools

General Purpose Shop Eguipment
Test Equipment

Timers, Stop [(Ordnance)
Microwave Cven

Typewriters, Manual and Electric
Eeccrders, Tape or Wire

Motors, Outhoard, Portable
Telescopes, Spotbter

Source: HAVSUF P-485, AFF 11

HAVCOMPT Volume III, Chapter 6

% % % % % 4 % =

* % % w =

*

Paper Shredder
Graphotype

Musical Instrument
Battery Charger
Portable Generator
Sports Equipment
Radar Gun

Sewing Machine
Bicycle

Autopen

Banding Machine
Hand Truck
Cleaning Eguip., Electrie
Refrigerator

Bafe

fcale

Presentation Silver
Microscope

Regulators, Scuba Eguipment
Compasses, Wrist, Diving

*Indicates Command Designated Custody-Controlled Propercy.

**Indicates NAVCOMPT Designated Pilferakle Boauipment.

Enclosure {1}
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MEMORANTIIM E

From:

To: Comptroller (Code QlA3D)

Subj: DESIGNATION OF MINOR PROFERTY REPRESENTRTIVE

Ref: (a) NASPNCLAINST 7322.1G

1. 1In accordance with reference (a), the below named individual is hereby

designated ag minor property representative for the department.

PRINTED NAME CCDE AND LOCATION

DEPT HEAD SIGHNATURE

From: Minor Property Representative
To: Comptroller (Code 0QlA3GQ)

Ref: 1a] NWASPHCLAINST 7322.14d

1. This is to certify that I have read,

understood, and will comply with the
instruction as per refersnce {a).

Ph:

SIGNATURE

Enclosure (2}
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